
Step 4 - How to Enroll  
for the FY09 Employee Medical Insurance Supplement Program 
(Review these instructions ONLY after reviewing Steps 1 – 3 in the 
“Decision Questions” & Understanding Your Responsibilities” document) 
 

The Special Open Enrollment Period for the Supplement Program will be 
October 15 – 22, 2008.  If your enrollment is not complete by 11:59 p.m., 
MDT, on Wednesday, October 22, 2008, you will not be able to enroll, you 
will not be able to receive the supplement and your application will be 
denied.   
 
• Go to the Employee Benefits Web site – www.colorado.gov/dpa/dhr/benefits.   
• Click on “Enroll / Change Benefits.”  This will take you to the log in page for the online 

Benefits Administration System (BAS).   
• Log in to the system using your username and password.  If you do not remember your 

username or password, click on “Forgot your password” to be taken through a password 
recovery process.  

 
• If you still have difficulties with your username or password, contact your department’s 

Human Resources or Benefits office.  You can find a list of each department’s HR and 
benefits contacts on the Employee Benefits Website by clicking “Who is my human resources 
contact?” under “Related Links.” 

• Once you have logged in, you will be brought to the BAS home page.  In the box to the left, 
you should see “Welcome (your name)” in the “Welcome Center.”  

 



• Click on the BIG, GREEN “Supplemental Open Enrollment” button in the “Welcome 
Center.”  

• You will be taken through screens to verify your personal information and your dependents’ 
information.  If necessary, please add qualified dependents or update dependents’ 
information accordingly. 

 
• Next, you will be brought to the medical insurance screen.   
• If you are not currently enrolled, select the State medical insurance option you want. 

 
 
 



 
 
 
• If you ARE currently enrolled, but your qualified dependents are not, you cannot 

change your current medical insurance.  You can only add coverage for your dependents.  

 
• Next, choose the persons you wish to cover.  Remember that you must cover qualified 

dependent children to be eligible for the supplement.  The cost for covering children is the 
same for one child or multiple children.  Also choose if you want the premium deductions 
taken out of your pay pre-tax (before the taxes are calculated on your pay) or post-tax (after 
the taxes are calculated).  Pre-tax may reduce your taxes, but know that you will be under 
strict rules about changing or cancelling coverage for the remainder of the plan year (through 
June 30, 2009).  If you are currently enrolled, you cannot change your pre or post-tax 
decision.   

 



• Click “Next” at the bottom of the screen.   
• The next screen is the review screen.  This is your opportunity to review the choices you 

have made.  If you wish to make a change to something, click “Make Changes” next to that 
item.  When you have reviewed and are satisfied with your choices, click “Next.”  

 
• To complete this process, you must click “I Agree” on the next screen.  If you do not click “I 

Accept” your elections will not be processed, you and your dependents will not be covered 
and you will not receive the supplement.  YOU MUST CLICK “I AGREE” ON THIS SCREEN 
TO FINISH YOUR ENROLLMENT.  

 
 

You will be contacted when your enrollment is approved or if there are any 
questions about your enrollment.  If you have additional questions, please 
contact the Employee Benefits Team at 303.866.3434 / 1.800.719.3434 / 
benefits@state.co.us. 
 

 


